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From ithe (DistrictcClerk

Everybody has become frustrated while unsuccessfully trying

to buy something online or while filling out arf@m. Some of

youcL K2 LIS A -y have bédoMéslmﬂadye o
FNHzZAGNY SR gKATS adzooYAOGUGAY3I | FAES @Al

¢ KSNBEQa y2iKAY 3 -texi2shittirded wofld G 2 R
than having your workot reach its target because of digital
snafusL 1 y26P LQY | O2y adzYySNE

| asked my staff to put together a Power Point presentation
with the aim of providing a simple roadmap for filing
R20dzySyida @Al GKS adrasSqa ae

Hope it helps!

Sincerelv.

Harris County District Clerk
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Intreduction

The state Supreme Court mandated that the civil and family courts in Harris County
accept only dilings from lawyers as of January 2014

Thestate contracted with Tyler Technologies to createl run thee-filing portal
eFileTexas.qgethroughwhich alllawyersubmitted fileswill arrive atdistrictOf S NJ a C
offices

Allfiles sent to eFileTexas.gov must be sent via an electronic file service provider (EF

ThisPower Point presentation is intended:to

A Help filers send files correctly to eFileTexas.gov and the Harris ChGay
A Inform filers on how to setip a payment system

A Describe common filing mistakes and ways to atio@n

¢CKS 5Aa0NRARO0O [/ frd NbildTéxasgdmlie GBFSPR2Sa Yy 20


http://www.efiletexas.gov/
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The state requires files to be sent to eFileTexas.gov via an EFSP. You can choose an E
from a list found ahttp://www.efiletexas.gov/servicearoviders.htm

Information on the list includes EFSPs LINJ fodbuges. I Y R

Choosean EFSP that fits your nee@ meoffer training videos and webinars.

This presentation will include graphicsfranK S &Gl 6SQa 9C{t &aAds
(https://efile.txcourts.goV) asan example of an EFSP provider.



http://www.efiletexas.gov/service-providers.htm
http://www.efiletexas.gov/service-providers.htm
http://www.efiletexas.gov/service-providers.htm
https://efile.txcourts.gov/
https://efile.txcourts.gov/
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RegistermgwiithcanEEFSP

After you choose an EFSP, you will need to designate an employee to serve as yo
EFSP firm administrator.

Thefirm administratorshouldregister withthe EFSP online.

Each employee in the firm who céife viathe EFSP must be signed. lipe frm
administratorcan register employees or employees may register themselves. When
registering, lawyers must include their bar numbddsaccurate.




RegistermgwiithcancEFSP

An EFSP will email passwords to each filer

Thefirm administrator must:
A set up apayment method with theEFSP and supply credit card information
A set up awaiver account so the firrmay selecthe fee waiver box when it spplicable




Searching fona case herefdfiing aeedsqgo go

You may search by:

A
A

Case number
Party name (except for confidential cayes

' Advanced Search
Search by Party Name

Show Results Sorted by*

Location® All Locations b
|v] Person || Business

First Name*

Middle Name

Last Name*

Case Type* All Case Types -

Case Number

Concor J searc |




Searchingfona case wherefdfiling aeedsqdo g

You also need to say that you are searching Harris District Clerk in the location fie

, Advanced Search

Search by Party Name

Show Results Sorted by™

—
__/

Location® All Locations
|i| Person )

First Name*

Middle Mame

Last Name*

Case Type* All Case Types

Case Number

Cancor [ Search
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Searchingfonacase wherefdifiing aeedsqgo go

When filing into an existing case at the Harris County DCO, first find that case on the EF:
by doing a case number or party name search.

NEW CASE v Case Number ml:z%’:-r Search
NEW CASE | Haris District Clerk v 201312348 | ;:.,_E,:ef —

After you have found the case, you will see a folder icon. Click on the icon to file into th
case.

AR 4 1| L/ANJV.Z5UY

NEW CASE | Harris District Clerk +| 201312345 B

Searching for:
As: Case Number

Personal Inj (Non-Auto] D m

| Start a new subsequent filind for this case

201312345 Harris County - 234th Civil District Court  ZENDEJQ, MARIA v ANDI RE LLC

Case Number Location Description < Case Type Actions
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Searching fona case wherefdifiling aeedsqo go

CKS I I NNA&a [/ 2dzyé 5/ hQa @dséfiles (exceptRor sedled A
files, which continue to be paper files).

¢KS 5/ hQ&a &eéaisSy -fingstdbs subnittgdSem the2EFIPivia 2 &
eFileTexas.gov into your specificase file at the DCO.
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Starting a fliling ffor amnewcease

On the EFSP site, you will see an icor @case mformation
link for a New Cas€lick it.

Enter the Details for the New Case

Required fields are bold and have an asterisk (*).

1. Select Harris District Clerk as your

filing destination. — r:;'i:st;;?:cttlgrllerk .
2. Pick the type of court/category, sucl ... caegory*

as civil contract. sy | Civil- Contract .
3. Select the type of case, such as de seiect case Type

contractcg debt/contract. é Debt/Contract - Debt/Confract v
no St SO G0KS | (11 Friingattorney

filing is being submitted. ~ =—————p  SereSer ”
5. Under filer type, your choices will b :';mzﬂ :

A Attorney

A Government filer
A Nonparty filer

A Prose

Payment Account®
MasterCard A

For instance, if you are a court reporter submitting a file to a case, you are-paronfiler.



Starting a mewffiing

Under the payment category, select credit card or waiver when the latter is applicable.

Harris District Clerkk - DebtfContract - Debt/Contract
@Case Information

Enter the Details for the New Case

Required fields are bold and have an asterisk (*).

Select Location®
Harris District Clerk -

Select Category™®
Civil - Contract =

Select Case Type®
DebtfContract - Debt/Contract A

Filing Attorney™*

Steve Steve A
Filer Type®*
Attorney -

Payment Account®
Waiver =
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Starting a mewffiing

Make sure that you follow the filing standards mandated by the state Judicial Committe
on Information Technology when you submifies. Those standards can be found here:
http:// www.txcourts.gov/media/1075803/technologstandards.pdf

Lawyers may be confusdxcausesach county can have different case types and categor
from which to choose.

In October 2014, the state Supreme Court signed an order that standardizes the types
cases that will be listedfor€ A f Ay 3ad ¢ KS | | NNRA & now pffirg onky
the standard state selection of case types and categories.



http://www.txcourts.gov/media/1075803/technology-standards.pdf
http://www.txcourts.gov/media/1075803/technology-standards.pdf
http://www.txcourts.gov/media/1075803/technology-standards.pdf
http://www.txcourts.gov/media/1075803/technology-standards.pdf

g

Harris County District Clerk Chris Daniel |

For a new case, you need to enter the parties. Be sure to select the lead attorney from
firm administration setup listing.

Harris District Clerk - DebtfContract - Debt/Contract
@ Case Information @Parties

Enter the Details for the Parties Involved in this Case

A
Party Type Name Attorney
Plaintiff John Smith Steve Steve
Defendant John Jones

ADD PARTY

Party Type* Attorney

Defendant = [+ person || Business -

First Name™ Middle Last Name™ Suffix

John Jones x
Country™*

United States of America "
Address Line 1*

201 Caroline
Address Line 2

City*

Houston
State* Zip Code*
Texas hd 77002
Phone
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E - u
Harris District Clerkk - DebtContract - Debt/Coniract
@ Case Information @Parties

Enter the Details for the Parties Involved in this Case

Party Type Name Attorney
Plaintiff John Smith Steve Steve
Defendant John Jones

/| fTA01 2y oHRER._1JI NIIASEE
to add parties. )

N—
Party Type® z O s Attorney
. . efendan - Person usiness -
Foran existing case | — " |
. . 3 First Name*™ Middle Last Name™ Suffix
filed with Harris John Jones .

County DCO, the party ~u

United States of America -

boxes should appear | Addresstine 1

201 Caroline

filled when the case Address Line 2
comes up. Gity*

Houston
State™ Zip Code*
Texas - 77002

Phone
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In a class action lawsuit that has hundreds of parties, only the first 200 parties of an
existing case will be shown.

You do not have to add the other parties to our system unless they are new parties.
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' Y RSNJ { St SO0 CAtAy3a /2RSS &2dz alteée gKIUG
for a new case filing or an answer, a motion, etc., for a subsequent filing action. Please
to the most updated state JCIT standards for these choices.

Harris District Clerk - DebtContract - Debt/Confract

@ Case Information @ Parties @FilingE
Enter Filing Details H

Add Another Filing

<4ct|=iling Code*
etition ($252.00) - +| E-File [_| Service
Filing Description

Reference Mumber

Firm dient re-bill or case tracking £

Optional Services Selected Optional Services

Bond Approval Fee ($4.00) - Issue Citation (1 x §5.00)

Certificate of Mame Change ($10.00) :| Service - Clerk - Certified Mail (1 x $90.00)
Certificate of Mo Appeal ($2.00) Copies — Service (10 x $0.25)

Issue Abstract of Judgment (53.00)

lssue Capias ($8.00)

Issue Citation - Certified Mail (55.00)

b
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u - - | |
Entering fiilling «letalls
Harris District Clerk - DebtfContract - Debt/Contract

@ Case Information @ Parties @Filings

Enter Filing Details n

U n d e r Select Filing Code*

Petition ($252.00) +| ¥ E-File [ Service

Fillng DescriptiOS Filing Description
and Referenceﬂ Reference e B

N u m be r, yo u Can Optional Services Selected Optional Services

Bond Approval Fee ($4.00) Izzue Citation {1 x $58.00)

e nter | nfo rm a‘“o n Certificate of Name Change ($10.00) :| Service - Clerk - Certified Mail (1 x $90.00)

Certificate of No Appeal ($2.00) Copies — Service (10 x 50.25)

that helps you
remember ssue Ctston - Certfied Vil 6500 .
something

about the filing.

The Harris County

DCO does not look

at these boxes.
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In the graphic below, you see two options on the rigfileor Service
If the Efilebox is checked, the filing comes to the Harris County DCO.

If the servicebox is checked, the DCO never receives the filing. The filing is sent only to
person or firm whose name and address you provide.

Harris District Clerk - DebtfContract - Debt/Confract

@ Case Information @ Parties @FilingE

Enter Filing Details n

Add Another Filing
Select Filing Code* \

Petition ($252.00) | E-File [_] Service >

Filing Description

Reference Mumber

Firmm dient re-bill or case trackang =

Optional Services Selected Optional Services
Bond Approval Fee ($4.00) . Issue Citation (1 x $3.00)
Certificate of Mame Change (510.00) :| Service - Clerk - Certified Mail (1 x $90.00)
Cerificate of No Appeal ($2.00) Copies — Service (10 x §0.25)

Issue Abstract of Judgment ($8.00)

Issue Capias ($8.00)

Issue Ciiation - Ceriified Mail ($8.00)
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Entening ffiling ctetalls

LT 2LJJ2aAy3 O2dzyaSt R2SayQi NBOSAGS
DCO has nothing to do withadeliveries of service.

The filer must designate which parties and counsel will be served. Please do n
 RR GKS 5Aa0NRAROG [/ f SNJ Tha DAGOTEE6IvEsS filinga
only ifEFilebox is checked.




Entering ffiling detalils

v

{2YS FA{SNBER KIS 0SSy O2yFdzaSR o0& GKS |
dza Ay 3 VS8 LIKNI &SY &Gl RRAGAZ2YI € éSNEACS
] RRSR (23SUKSNE OUKSNB USNB nIpn I RRA (7

The vast number of additional services has created confusion. To avoid this confhgon,
state standardized the services, implementing them statewide. They now can be found

a01Fr0S WAdzZRAOALF T [/ 2YYAUUSS 2y Ly T 2PNdse réfar2
to the most updatedIClTstandards fola current listing of standardized services.

Enter Filing Details n

Add Another Filing

Select Filing Code*
Petition ($252.00) - +| E-File |_| Serwice

Filing Description

Reference Mumber
Firtm dient re-bill or case tracking =
Optional Services Selected Optional Services
Bond Approval Fee ($4.00) = lssue Citation (1 x $5.00)
Certificate of Name Change ($10.00) :l Service - Clerk - Certified Mail (1 x $90.00)
Certificate of No Appeal ($2.00) Copies — Service (10 x $0.25)
lssue Abstract of Judgment ($2.00)
lssue Capias ($2.00)

lssue Citation - Certified Mail ($2.00)

-
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Entering filling detalls

The additional/optional services category is important. You need to choose the additio
that pertain to your filing because they will determine its cost. Examples of additional
services include a demand for a jury trial, a notice to an employer and a citation.

Enter Filing Details

Add Another Filing

Select Filing Code*
Petition (§25.2.00)

Filing Description

Reference Number

Bond Approval Fee (54.00)

Certificate of Mame Change (510.00)
Certificate of Mo Appeal (52.00)
Issue Abstract of Judoment (558.00)

N\ Issue Capias (38.00)
Wﬂﬁ&d MWail ($8.00)

Firm dient re-bill or case tracking #

Selected Optional Senvices
Issue Citation (1 = $5.00)

| _ Service - Clerk - Certified Mail (1 x $20.00)
Copies — Service (10 x 50.25)

L4

| E-File [_| Service




Entening filing cletalls
(X €2dz ySSR (2 LINRPYARS Ay feime) dA2y
ONRLIIAZ2Y FASERZ ONARGS GKS SEIFOG GAl
O0AGA2Z2Y 2 ThotWwstkKeysants gtlStaE youshave given the PDF.

>

Thestate EFSBite automatically copies the title of the PDF filing. The DCO was
unsuccessful in persuading the state EFSP to stop copying the PDF title into the
Description field. So if you use the state EFSP, the PDF title of your filing will
automatically be copied into the Description box.

Delete that PDF title, and put in your exact document title (from the first page of your
document).



































































































